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MINUTES OF STAFF MEETING 
ADMINISTRATIVE STAFF CHIEFS 


7 December 1953 


1 . reviewed the status of the work of his Staff- Since 31 

July 1953 a total of 48 administrative plans have been completed. The Staff 
has from 40 to 50 plans pending for current projects. In addition, numerous 
projects which have been functioning for relatively long periods of time are 
still operating without benefit of formal administrative plans. The size or 
the Staff is too small for it to keep abreast of the work load. In some in- 
stances case officers are able to prepare drafts of plans; such assistance from 
case officers is mainly possible in connection with plans for the older projects 
where the Job involves primarily the confirmation of existing administrative 
arrangements. Colonel White said he was fully in accord with the policy of the 
Staff to give priority to new plans over those which pertain to the o..der, going 
projects, but he considered it essential to work out some solution to take care 
of old projects and eliminate the backlog. If necessary, he said he would 
approve the detail of personnel from other offices to aid the Staff ^overcome 
its backlog. He requested that representatives of offices which participate 
in drawing up a plan be authorized to commit their offices, and that only 
offices having direct interests should be asked to participate. 


2. Colonel White discussed the policy announced by the Director for main- 
taining staffs on duty during the Saturdays following Christmas and Kew Year s 
Day. As an intelligence agency, the CIA must continue to lotion ar&te respond 
to any tasks it may be called upon to handle. The size of the staffs to be on 
duty on these days may be reduced from the usual Saturday arrangement to what- 
ever extent is still consistent with the principle stated above. In summary, 
the personnel to be on duty on these days may be somewhat less than the norm. 
Saturday staff, but the coverage of functions should be substantially wider 
t han is provided by present Sunday duty plans. 

3. Colonel White called attention to the need for Office Heads to be 
available for call on Saturdays, or certainly to provide for such arrangements 
as will ensure that necessary action can be taken by their offices, as require- 
ments for such action may develop. A duty officer remains in the Office of the 
DD/A on Saturdays for as long as the IX) I or DDCI are at theix offices. Du y 
officers of DD/A offices should clear with the Office of the DD/A before lead- 
ing on Saturdays to make reasonably sure that they will not be called upon for 
assistance after they have left. 

k. Colonel White stated that the Director wants to call upon Agency offices 
in accordance with a plan to set aside one afternoon each week for this * 

DD/A offices should be reedy to receive the Director promptly after notification 
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SSia’S tOT su ‘ h a vi8lt ' If “ lB felt that hls visit 

A-DD/a *“ 6ee “ partlCUlar activity or operation, the 

8314 Mr * Houston discussed budgetary developments. The 
to allots a bu4get f ° r f0r 11155 Khl,:h corTes P° n As 

Wilite 80,14 tbat hoped that all offices in the DD/A area 

Tlte^vaiSiiitv W of h th^ fi T InSPe J t0r ^ Ceaeral ia the exercise <* functions. 
d» a Z7« . Uty the Inspector General to hear the problems of employees 

ln ^ relie v« individual supervisors of their normal re sponsibili - 

nwf L f a !? Ver 18 their meaD6 to eliminate factors cauXng em- 

h6adB Vere guested to take steps to ccJSect those 

without f hf> i 8X6 ff cllae4 to refer their employees to the Inspector General 

S b^ atteffipting to ad ‘ Just thfilr employees’ problems. This is not 

to be construed, however, as discouraging referrals to the Inspector General 
where an employee specifically wishes to by-pass his supervisor! 

stressed the <luality of ^gulatory ^ 

avSd toe ^ ^ * Specifically, offices originating regulations should 

ists d Sin^a J fl f guas ® whiCh iB understood only by the subject matter special- 
!, repxlatory issuances exist to guide people who are not familiar 

S ! 3bject f covered, it is clear that it must be easily understood Addi- 
taere is 1,140 opportunity to do better editorial wrk on Agency regu- 

.. Colonel White announced that the Motor Pool would be transferred from 

On °f rv ’ lces Cffioe to the logistics Office, effective 14 Deceiver 1953. 

fer?ef S toe “ assigned to dividual Agency offices will be tSns- 

within'DD/A 1 ^ 1 ^ 1 ^ expresss4 lh0 b °Pe th at there would be applications from 
S EusiSei ^ rS ° f ° r atteadance & t the Harvard Graduate School 

- J ^ 4mini ®t r at ion course in Business Management. The course is of three 

months duration, beginning February 1954. 

dlfflC0ltle8 encountered because of the failure to notify an 
applicant that no appointment could be offered, despite the fact that noappro- 

S th!r V ^ C l e8 eX f 8t ! d, 1 WSre di8CUS8e4 h y Colonel White. The problems arising 
c-nmJtllJ 1 * demonstrated the need for supervisors to refrain from making any 

5S SecS re P° rtin e **or duty and related m^t^L 

These subjects are to be handled exclusively by fcbe Personnel Office. 

} 1 ; . Col ? iae f y 11 *® 81114 that Houston would be Acting Deputy Director 
(Administration) during his absence from 14 December 1953 through 2 January 1954. 
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